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PRE PACE

Thii pamphlet has been developed and is being disseminated as a result ipf the extensive study conducted
in day care centers throughout the state of Texas. Project staff members,of the University orTexas at Sah
Antonio conducted the stwly under Contracrt Number 62350191 with the Division of Occdpational
F4search and Developmentrof the Texas Ecluckion Agency. An analysis of job performance as revealed
from responses to a survey from 684 day care center personnel across the state of Texas,;together with
other informatiim, led to the development of ten job descriptions, a career progression and in,indMdual
training record for day carb personnel.

,... ,, .

On behalf of the project staff, I wish to acknowledge appreciation for all the assistance we have received
Ve rfrom those participating in .this study. This included a large m of center directors, teaching staff, child

development experts, trainers, Project representatives, co ltants, and individuals from the Texas
Department of Public Welfare, the Early -C 'Idhood Developrsent Division of the Texas Department of,

,-.....

Community Affairs, the Texas Education Age and lembers of the Hunyin, Resources Laboratory of the
.,

UnitedStates Air Force.

Copies of the more complete final report were sent to,licensing-repreientatives and consultants of the
Texas Departwent of Public,Welfare and to community colleges. A limited number of copies of thefinal
report are available at the Early Childhood Development Division of the Texas Department of Community
Affairs, P.O. Bilx 13166, Austin, TeXas 78711.

Assistance in developing and Conducting training Programs for the needs of personnel in local
communities could be obtained from a number of soi4rces, including local offices of the Department of.
Public Welfare, local colleges and Universities, adult or c ntinuing educationi prograrhi of pubg and private
schobls, and loc'al 'chapters or representatives of ass ciations such as the Texas Association for:The
Edubation of Young Children, the Association for-Child ood Education Intbinational', the Texas Libensed
Child Care Association, the Alliance of Child DeVelopmant AssOciations, and-the National AssOciation of.

Child Care Administrators.
1. - , .

I would like to emphasize that the materials-in this pamphlet, including Ow ten job detPiptipns, may be
used in .anY way you see fit. The ten, job desCriptions thal we have developed for: your use, for example, are
suggestive and may be modified to fit individual needs.

I.

Robert T. Alciatore, Ph.D.
ProjePt Director
Texas Day tare Study

.46

40$
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I. JOB DESCRIPTIONS

Fiye of the job descriptions have been categorized as teaching
ones, While the other five are considered administrative ones.
Each of the job desceiptions as well as the career progtession
and individual training records have been defined in terms of the
tasks performed under eaCh of the nine duties:

DutY, No. of Tasks
a
A. Development of Center Plans, Policies, and 11

Procedures

is: Administration Money, Supplies, Facilities, 14
Equipment, Etc.

C. Supervising Center Staff 14

D. Providing for Health, Safety, and Comfort of 26
Children

E. Thachingor Guiding Children Relating to-Self 29
Concept, Sensory, Language, and Cognitive
Development

F..Managing or Directing Children in Social- 29
Emotional, Psychomotor, and Muscle Development
Development

G. Planning Teaching Activities 7

H. Dealing with Public, Officials, and Regulations 6
I. Evaluating Children, Their Problems, and Co-'

ordinating Center, Home, and Agencies
26

Total 162

k
Duties'A through I are defined in terms, of the number of taslts
performed accounting for 90% of the work time of the job
incumbents for any of our ten basic job descriptions. Thus,
Duty d, Performing Other Tasks as Required 'or Directed,
accounts for the remaining ten percent. We did not specifically
indicate the tasks for this difty and left this open for lay care
directors and supervisors to specify as they wished.

Three teaching levels have been identified, with t ree job
descriptions -cOnsidered entry-level positions, or level I. For the
second level, or level II, a fully qualified teaching position is
described. Level III portreys a teaching administrative position.

Teaching job desc'r,iptions for clAter groups GP0101,
GP0036, 'and GP0024 are all considered entry level job
descriptions and those that have a moderate amount of
developmental activities. Personnel having these job descraVions'
are not 'expected to partiCipate fulltj in the morning prog95m of
complete developmental or comprehensive day care programs.
They would be expected to requiremore supervision and woUld
participate more fully inafternoon programs or morning
prograrns of centers that are not fully developmental.

The day care supervisor may wish to modify various job
descriptions. We wish to emphasize that although these job
descriptions have been developed on a scientific basis and
ptiNably account for a large portion of actdal jobSperformed in
Texas day care, Inone the less, these job descriptions are
tentative and suggestive. Any'supervisor may feel free to use
these job descriptions in any way, they may wish, modifying
them, deleting items, and adding tasks. For example, a
supervisor may wish to specify tests under 6uty J, Performing
Other Tasks as Required or Directed. Particular attention should.
bp paid to the last paragraph of each job description dealing
'with Required Qualifications ahd Characteristics. One may wish/ to be more specific in terms of qualifications and characteristics

i.and may wish to, indicate specifically the amount and kind of
supervision required, and eveole the specific 'Supervisor

. .

responsible for w rk performance. Supervisors may with to add
additional pages r to reproduce this Material. We again wish to
emphasize that t ey hould consider this material their.own.,

The job desc ipt nfor teaching cluster groUO'GP0122 is a
high level one ich nvolves considerable developmental kinds
of activities. It s suggested that those, centers deiiring to have a
comprehensive rogFam, mlike use of this job description for all
teaching staff that are inyolved in ihe morning program,
particularly th se of t a high level developmental center or
school. This jo description, which is considered a level II, or a
fully qualified eaching position, is one that clescritt;es the job of
just a little ov r 50% of personnel used in our.tiatal study. A
total of 98 asks accounted for 90% of the actual lob
incumbent's ti e.

The job des riptión for teaching cluster group GP0094 is one
f high level t ching, supervising and adMinistration.While this

-job description actually deSpribes the tasks herformed ly a large
number of cen er direct6rs, it could also be a job descriptioR fbr
assistant dire ors, head teachers, or other. ; supervisors.
ainceivably, a center could oPerate effectively 'with this job.
description ,anq one or more of the other four teething job
descriptions. W,e consider this administrative teaching.position
as a level III p sition. This position is .the broadest in terms of
the duties andy tasks which it encompases. Whereas 69 to 99
tasks account fr 90% of the member's time for other teaching
cluster groups, Ihis job encompasses, 35 tasks With a significant
amount of timeldevoted to each of th duties. '

The five adMinistrative cluster grou s are described in tbrens
of the activities nvolved.

The first of hese to be described in 0dmihistrative cluster
group GP0034. his job description has been deSigned as one of
a social services specialist. This job includes a considerable
number of activAies involved in the duty of evaluating children,
their problems, arid coordinAng center, homey and agencies.
dob Incumbents 'spend 43% .of their time in that One duty. es,
total of 75 tasks accountfor 90% Of the time for thirwoup.

Administrativ4 cluster group GAt0022 seems to be one of a
pure administratve nature. It ,Ppears to be a high level
administrative *o robably most useful where there is a large
center or even ro p of centers. The main duties for this job
eyolve around s vising center staff; dealing with Public,

'officials, and retlations; policy development; adrninistration;
and evaluating aj d coordinating. A very minimal, amount of

or directing, pla ning 'teaching activities, and providing for
time of its is involved'in teaching or guidingt.managing

health, safety, and comfort of cruldren. A total of 68 tasks
account for 90% Of the incumbent's time..

Admi nistratiVe cluster group GP0018 describes an
afiministrative pOsition that is heivily conceneed with
administration, evaluating and coordinating, some supervision,
little policy development, little teaching or guiding thildren,
little dealing with public, but a moderate amount of managing
or,directing children. Incumbents spend considerable time in

'providing for health°, safety, and comfort of children, and' do
not' seem to have full responsibility for a center. Seventy-two
tasks ac"count for 90% of their time.

Administrative cluster. group GP0047 is heavily involved in
policy dellopment, supervision, administration, evaluating and
doordinating, and dealing with public. The number of tasks
accounting for 90% of the incumbent's time is 63, which is the
smallest nupber fdr any of the ten job cluster groups. It
describes th% job of a center director or other supervisor who
does not deal with teaching, guiding, managing, or directing
ch ildren.

Administrative cluster group. GP0064 is a high level
administrative position which appears to primarily describe, a
non-teaching center ,director. It is the .most popular one for
non-teaching center administrators. A total of 93 tasks account
for 90% of their working time.

6



JOB DESCRIPTION FOR TrACHING CLUSTER GROUP GP0101r
DUTY A DEVELOPMENT OF CENTER PLANS, POLICWS, AND
PROCEDURES - (1.08%)

Plan children's birthday parties. Plan children's groupings for
activities.

DUTY B -- ADMINISTRATION - MONEY, SUPPLIES, FACILITIES,
EQUIPMENT, ETC. - (.46%) \-

Colleui fees.

DUTY" C SUPERVISING CENTER STAFF - (.00%)

None

DUTY D PROVIDING FOR' HEALTH, SAFETY, AND COMFORT
1 OF CHILDREN -; (17.48%)

Administer first aid. Administer prescribed medibations. Clear
tables. Set tables or serve food. Clean playing areas. Clean or
maintain toys or indoor equipment. Clean toilets, lavatories, and
bathroom areas. Dispose of trash or garbage. Remove hazardous
objects from children's reach or presence. Carry out emergency

r measures in case of illnesses, accident, or fire. Dress -Infants or
young children. Empty or sanitize training chairs. Feed infants a
young children. Hold or touch children to provide comfort to them/
introduce new child lo center, stall, and children. Prepace cildrehto
go home. Seldct television programs. Tleithildren's shoes.

DUTY E TEACHING OR GUIDING CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE

so' DEVELOPMENT - (31.09%)

Build children's identity by.usIng their first names or noting their
elothing.-Develop child's ability to listen. Encourage all children

, to try all foods. Explain'safety rules to children. guide activities that
, require children to answer; questions or give explanations. Guide

.,activilies requiring children to SVC questions. Guide activiti
requiring children to use rhymes, rhythms, or songs. Guide children'
games. Guide children to talk aboul what they see and feel. Guide
children to do things for themselves. Guide children to expiand
language. Guide children to provide accurate Information."Gulde
children to put away toys and equipment. Guide children to take

turns and share. Guide manipulative play, such as puzzles and blocks.
Help children make/things to play with. Read or tell stories. Teach -
children colors. Teach,dIfferences of the of shape °of objects to
children. Teach children to classify objects. Teach children to develop..
number concepts:Teach children nursery rhymes. Teach children 10
name objects. Toilet train children. . °

DUTY F MANAGING OR DIRECTING CHILDREN IN SOCIAL-
EMOTIONAL, PSYCHOMOTOR AND MUSCLE DE.VELOPMENT -
(35.15%)

a 4

. , e , .
. t

Decorate center for seasons, holidays, qr themes. Direct children
during fire dillis. Direct-free play activities, Encourage children to
express emotions'. Encourage childreq to-vent frustrations or hostill-
ties without hurting Others. Help shx children to participate in group.
Maintain discipline:Manage aggressille children, suit% as or ,
kickers. Manage- biters. Manage "boity". or domineeringir cifidiledrsren.

Manage'children wlio %yet or soil their pants. Manage &yin children.il
Manage temper. tanhums. Manage bathroom procedures Manage
children in outdooi play fix sotlal development. Manage children in
outdoor i;lay..103 develop large muscles. Manage children in outdoor
play-to develop motor coordination. Manage parties, field trips, or
other special activitlei." Manage Children in snack or meal activities..
Manage children In rest or Veep. Monitor television yiewin
with infants. Praise children for efforts. Settle arguments. rrange
displays of children's. work. Arrange furniture or ecjuipment.

DUTY G PLANNING TEACHING ACTIVITIES - (2.28%)

Plan activities using children's interests. Plan art or 'craft activities.
Plan music, singing, or rhythmic activities.

DUTY H DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (.00124

None

DUTY I EVALUATING CHILDREN, THEIR, PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (2.82%)

identify unrual behavior of children. AnswV or make telephone
calls. Report signs of illness or discomfort In children. Report
unusual behavior of children.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)
r -

GP0101 REQUIRED OUALIFICATIJSAND CHARABTER ISTICS

Must have the education, knowledge, skill, and aptitude to work with young children and perform the taski required of this position description. Must
present evidence of good physical and mental condition as required by state regulations, and be of good moral character. A fully qualified person mufti'
able to perform All of the duties enumerated above. To Meet the entry level requirements, the incumbent should be able to perform at:least 50% of the ,
tasks of this job description. After six months on the job, an incumbent should have the knowledge and skill to adequately perform at least 90% of the
tasks indicated above, of the following main duties:

DUTY D, Providing for Health. Safety, and Comfort of Children:
DUTY E, Teaching or Guiding Children Relating to Self-Concept, Sensory, Language; and Cognitive Develotiment;
DUTY F, Managing or Directing Children in Social-Emotional, Psychornotcy, and Muscle Development:

"DUTY G, Planning Teaching Activities;
DUTY I, Evaluating Children, Their Problems, and Coordinating Center. Home, and Agencies; and
DUTY J, Performing Other Tasks as Required or Directed.

3
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JOB DESCRIPTION FOR.TEACH1NO CiLlikitR 'GROUP OP0036
.

DUTY A DEVELOpMENT OF CENTER PLANS, POLICIES, AND
PROCEDURES - (2.03%)

pevelop rulei to insure health and safety of children. Plan,children's
birthday Parties, Plan field trips or holiday celebrationt Plan menus.

,
DUTY B ADMINISTRATION - MONET, supPCIEs, FACILITIES,
EQUIPMENT, ETC. - (9\57%),

Arrailbe for transpO-kaiion of children. Close center at night. Collect
fees. Distribute pay checks. Inventory food or supPlies. Keeprecords
of money taken In or expended. Keep employee time records. Make

. Staff payrolls. Open center In morning. Purchase or order food or
supplies.

,

'DUTY C SUPERVISING CENTER STAFF - (3.94%) .

Carry out personnel policies. Maintain staff persolpnel records.
Schedule daily activities. Schedule staff work,-Supervise volunteers
or student workers.

DUTY D PROVIDING FOR HEALTH, RAFETX AND COMFORT OF
CHILDREN - (23.32%)

'Administer first aid. Administer ores:staked 'abdications. Clear
_tables. Conduct fire drills. Set tables OF serve food. Clean playing
areas. Clean end maintain kitchen equipment. Clean kitchen or dining
ants. Clein or maintain toys or indoor eguipment. Clean toilets,
lavatories, and bathroom areas. Make repilis on equipment, toyi, or
furniture. Regulate heating, cooling, or ventilation:Regulate lighting.

gtmove hazardous objects from children's reach or presence. Bathe
Infants or children. Carry out emergency measures in case of
Illnesses, accident, or fire. Dress infants or young childrtn. Empty or
sanitize training chairs. Feed infants or youngtildren. Hold or touch
children to provide comfort to them. Introduc new child to center,
staff, end children. Prepare children to' go home. Review and make
use of individual health recordt lie children's shoes.

DUTY E TEACHING OR GUIDING CHILDREN RELATIN6 TO
N.. SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE

DEVELOPMENT - (14.20)

Build children's
L
ideritity by using their first names or noting their

clothing. Develop child's ability to listen. Encourage all children to try
all foods. Explain safety rules to children. Guide activities requiring
children tp use c.hymes, rhythms, or songs. Guide children's games.

DUTY J PEIRMING OTHER TASKS AS REQUIRED OR DIRECTED- (approximately 10%)

Guide children to talk *beat what they see and feel. Guide children to
do thinfs for themselves. Guide children to expand language. Guide
chiliken to provide *Kunst. Information. Guidd children to put away
toys and equipment.Daide children E6 take turns and share. Guide
manipulative play, such as puzzles and blocks. Read or tell stories. ,

Teach children nursery rhylltos. Toilet helot children.

DUTY, F MANAGING OR DIRECTING CHILDREN IN SOCIAk
EMOTIONAL, PSYCHOMOTTNAND MUSCLE DEVELOPMENT -
(24.23%)

Decorate center lor.sessons, holidays, or themes. Direct children
during fire'drills. Direct free 'play activities. Encourage children to
express emotions. Encourage thildren to vent frustrations or hostili-
ties without hurting.others. Help shy children to Participate in group.'
Maintain discipline. Manage aggressive children, such si pushers or
kickers.*Manage,biters. Menage "bossy" or domineering children.
Mariage children who wet or son their pants. Manage crying children.
Manage temper tantrums. Manage bathrooM procedures. Manage
children in outdoor play for social development. Manage parties,

,

field trips, or other special activities. Manage children in rest or
Weep. Monitor television ilev;ing. Play with Infants. Praise children
for. efforts. Settle arguments. Arrange furniture or edjuipment.

DUTY G PLANNING TEACHING ACTIVITIES - (1.80%)

Plan activities Using children's Interests. Plan attivities for teaching
differences of size or, shape of objects. PIE? music, singing, or
rhythmic. activities.

DUTY H DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (1.97%)

Conduct pOblic relations programs. Insure that licensing standards
are met and maintained. Schedule inspections by public officials.

DUTY I EVALUATINQ CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER. HOME AND AGENCIES - (8.86%) /

/
Conduct daily health observations. Identify children with eisiZ

speech, or hearing problems. Identify symptoms of, thildh
diseases. Identify unusual behavior of children. Answer or çake
telephone calls. Explain center poilcies and rules to parents. P
reports on accidents. Report signs of iliness of discomfort in chliren.
Report unusual behlviorof children.*Secure good ideas from parents.

L.
GP0036 REOUIREDQUALIFICATIONS AND CHARACTER ISTICS

,

Ofe
Must have the education, knowledge, skill, and aptitude to work with young children and perform 04 tasks req 'red of this position descriptidn. Muit

present evidence of good physical and mental condition as required by stalk, regulations, and be of good moral charager. A fully qualifiedperson must lie
- able to perform all of" the duties enumerated abOve. To meet the entry level requirements the incumbent should be able to perform at leest,50% ()tithe

tasks of this job desoription. After six months on the job,an incumbent should have the knowledge and skill to.sdruately perfOrm at least 90% of the
,

tasks indicated above, of the following main duties: .0-. .

DUTY .A, Development o) Center Plans, Policies, and Procedures;
DUTY 134 Administration Money, Supplies, Facilities, Equipment, Etcl
DUTY,C, Snpervising Center Staff;
-DUTY D, Providinb for Heaith,Sifety, and Comfort of Children;
DUTY'S; Teaching or Guiding Children Relating to Self-Concept, Sensory, Language, and Cognitive Development;

'pLery F, Managing or Directinb Child/err in Social-Emotional, Psychomotor, and Muscle Development;
DUTY a, Planning Teaching Activities,

5, DUTY. H, Dealing with Public, Officials, and Regulations;
, Direte I, Evaluating Children, Their Problems, and Coordinating Center, Home; and Agencies; and

, DUTY J, Performing Other Tasks as Required or Directed.

4
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JOB DESCRIPTIONS FOR TEACHING' ,CL

DUTY A "-- DEVELOPMENT OF CENTER PLANS, POLICIES, AND
PROCEDURES - (.00%)

None

DUTY B ADMINISTRATION - MONEY, SUPPLIES, FACILITIES, .

EQUIPMENT, ETC. - (.41%)

Open center in morning.

DUTY C SUPERVISING CENTER STAFF - (.00%)

Pions

DUTY D PROVIDING FOR HEALTH, S4FETY, AND COMFORT
OF CHILDREN - (18.45%)

Administer prescribed medications. .Clear tables. Set tables or
!erre lood. Clean playldg areas. Clean or maintain toys or indoor

. equipment. Clean toilets, lavatories, and bathroom areas. Remove
hazardous' objects from children's reach or presence. Bathe Intents
or children. Dreso,Infants or young*eldren. Feed infants or young
children. Hold brtouchthildrefisprovide comfort to them. Introduce
new child to center, staff, and thildren. Prepare children to go home.
Tie children's shoes. ,

DUTY E TEACHING OR GUIDING CHILDREN RELATING TO-
SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE
DEVELOPMENT - (28.94)

Build children's identity by using their first names or noting their
clothing. Develop child's ability to listen. EncOurage all children to
try all foods. Explain safety rules to children. Guide activities KW
require children to answer questions er give explanations. Guide
activities requiring children to uie rhymes, rhythms', or songs. Guide
children's games. Guide children to talk about what they see and feel.
Guide children to do thinge for themselvey Guide children to expand
language. Guide children to pi away toys and equipment. Guide
children to take turns and share. Guide dramatic play activities. Guide
'manipulative play, such as'puzzles and blocks. Help children make
;things to play with. Read or tell stories. Teach children colors: Teach

6.

STER GROUP GP0024

differeqces 01 size or shapteof objects to children. Teach children
to classify objkcts. Teach children nursery rhymes. Teach children
to name oblect&Tol1et train children..

DUTi F. MANA ING OR DIRECTING CHILDREN IN SOCIAL-
.

EMOTIONAL, PSTeHOMOTOR AND muscLE DEVELOPMENT -
($.32%) -

Decorate center for masons, holidays, or themes. Direct free play
activities. Encourade cfaldren to express emolions. Encourage
children to vent frustrations or hostilities without hurting others.
Heiwohy children to participMe in group. Maintain discipline. Manage
aggressiye children, such, as pushers or kickers. Manage biters.
Manage "bossy" ordomineering children. Manage childrenvlio'w0
or soil their pants. Aiwa.* cryinh children. Manage temper tantrums.
Manage bathroom procedures. Manage chilaren in outdoor play.lor
social development. Manage,childien in outdoor play to develop large
muscles. Manage children In outdoor play to develop motor coordl-
nation:Manage children in snack or meal activities. Manage children
in rest or sleep. Monitor tirevision viewing. Ft;ety with infants. Praise
children for efforts. Settle arguments. Arran displays of children's
work. Arrange furniture or equipmept.

4.
DUTYG PLANNING TEACHlip ACTIVITIES - (3.18%)

Plan activities for teaching children to associate words with
pictures. Plan activities using children's interests. Plan art or craft
actielties. Plan muilc, singing or rhythmic activities.

,

DUTY H DEALING WITH PUBLIO, OFFICIALS, AND REGULA-
TIONS - (.00%)

None

DUTY 1 EVALUATING CHILDREN, THEIR PROBLEMS, AND
COCADINATING CENTER, HOME, AND AGENCIES - (3.07%)

Identify symptoms of childhood disemes. Identify unusual
behavior of children. Anpwer or make telephone calls, Report signs
of illness or discomfort fa children...

DUTY J PERFORMINGOTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%) .

GP0024 R EQUIR ED QUA L I F !CATIONS AND CHARACi/ER IST ICS

Must have the education, knowledge, skill, and aptitude tO work with young children and perform the tasks required of this giosition description. Must
present evidence of good physical ahd mental condition as required by state regulations, and be of good moral character. A fully qualified person must be
able to perform all, of the duties enumerated above. To meet the entry level requirements, the incumbent should be able to perform at least 50% of the
tasks of this job descriptiOn. After six months on the job, anrncurnbent should have the knowledge and skill to adequately perform at least 90% of the
tasks indicated above. Of the following main duties:

,... , . ,.

DUTY D, Providinrefor Health, Salety, and Comfort of Children; .3.

pUTY E, Teaching or Guiding Children Relating to Self-ConcePt, Sensory, Language, and Cognitive Development;
-DUTY F, Managing orDirecting Children in Social-Emotional, Psychomotor, and Muscle Development:
DUTY 0, Planning Teaching Activities;
DUTY I, Evaluating Children, Their Problems, and Coordioatingkenter, Home and Agencies; and

, DUTY J, Performing Other Tasks as RequiPed or Directed.-



JOB DESCRIPTION tOR TEACHING CLUSTER GROUP GP0122
DUTY A DEVELOPMENT OF CENTER POLICIES, AND
PROCEDURES - (3.01%)'

Develop rules to insure health and safety of children. Plan children's
birthday parties. Plan children's,grouOings for activities. Plan field
trips or holiday celebrations. Plan weekly or monthly center programs.

DUTY B ADMINISTRATION - MONEY, SUPPLIES, FACILITIES,
EQUIPMENT, ETC. - (.00%)

,

Nene

'DUTY C SUPERVISING CENTER STAFF - (.58%)

Schedule daily activities.

DUTY D PROVIDING POR HEALTH, SAFETY, AND COMFORT
OF CHILDREN - (10.19%)

Administet first aid. Administer prekribed medicetions. Clear
tables. Set tables or serve food. Clean playing areas. Clean or
maintain toys or indoor equipment. Remove hazardous objects from
children's reach or presence. Carry out emergency measures in-case
of illnesses, accident, or fire. Dress infants or young _children.
Hold of touch children -to provide comfort to them. Introduce new
child to center, stiff, and children. Prepare children to go home. Select
television programs. Tie children's shoes.

DUTY E TEACHING OR GUIDING CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANGUA&E, AND COGNITIVE %
DEVELOPMENT - (33.38%)

Build FhIldren's identity 'by using their firsl names or noting their
clothing. Develop child's ability to listen. Encourage all children to
try all foods.' Explain safety rules to children. Guide activities that
require shildren to answer questions or.give explanations. Guide
children to make books of their activities. Guide aCtivities requiring
children to esk'questions. Guide activities requiring children to use
rhymes, rhythms, or songs. Guide children's games. Guide Children to
talk about what they see and feel. Guide children to do things for
themselves. Guide children to expland language. Guide children to
provide accurate,information. Guide children to put away toys and
equipment. Guide children to take turn); and share. Guide dramalic

'of play activities. Guide manipulative play, such as puzzles and bloccs.
Guide nature qr science activities-Guide show and tell activities'.
Help children make things to play with. Read or tell stories. Teach
children colors. Teach children space and time concepts. TeaCh
differences in size or shape of objects hkchildren. Teach children
to classify objects. Teach children to develop number concepts.
Teach children nursery rhymes. Teach children to name objects.
Toilet train children.

DUTY F MANAGING OR DIRECTING CHILDREN iN sociAL.
EMOTIONAL, PSYCHOMbTOR, AND MUSCLE DEVELOPMENT
(27.36%)

Decorate center for seasons, holidiVs, or themes. I:Vrect children
during fire drills. Direct free play activities. Encourage children to
express emotions. Encourage children to vent frustrations or hostili-
ties without hurting others. Help shy children to participate in group.
Maintain discipline. Manage agreasive children, such as pusheri or
kickers. Minage bliers. Manage '!bouy" or domineerin4 children.
Manage children who wet 9r soil their pants. Manage crying children!
Manage temper tantrums. Manage bathroom procedures. Manage
children in outdoor play for social development. Manage children'
in outdoor play Ar develop large muscles. Manage children In outdoor
play to develop motor coordination. Manage parties, field trips, or
ether speCigi activities. Manaie 'children in sneck or mete 'divines..
Manage children in rest or sleep. Monitor-television vimeing. Praise
children for efforts. Settle arguments. krange displays of children's
work. Artiange furniture or equipment. incorporate ethnic themes,
traditions, greetings, holidays, or foods in program. Operate
projectors. .1

DUTY G PLANNING TEACHING ACTIVITIES - (7.09%)

Alan activities for leaching children to associate words swith
pictures. Plan activities irking children's interests. Plan activities for
teaching differences of size or shape of risfects. Plan art or craft
activities. Plan music, singing, or rhythmic activities. Plan science
or nature activities. Plan show and tell activities.

DUTY H DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
eTIONS - (.00%)

None

DUTY I \-4 EVALUATING CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (8.04%)

Conduct daily health observations. eiraluate children's emotional
development. Evaluate physical, sensory, or intellectual development.
Identify children with motor problem-Identify children with vision,
speech, or, hearing problems. identify symptoms .of childhood
diseases. Identify unusual behavior of children. Keep a social
develOpment record on each child. Make daily notes of children's
progress. Answer or make telephone calls. Explain center policies
and rules to parents. Report signs of Illness or discomfort in children.
Repothmusualbehavior of children. Secure good ideas from parsnip..

.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR,DIRECTED - (approximately 10%)

GP0122 REQUIRED QUALIFICATIONS AND CHARACTER IATIcs

Must have the education, knowledge, skill, and aptitude to worn with young children and perform the tasks required of this posifion description. Must
present evidence .of good physical and mental condition as required by state regulatimis, and be of good moral character. A fully qualified person must be
able to perform all of the duties enumerated above. To meet the entry level requirements fOr this job, the incumbent should be able to jierform all of the
tasks enumerated in one of the three of the teaching Cluster groups: 3P0024, GP0036, or GP0101. A fully qualified incumbentShould have the
knowledge and skill to adequately perform all of the tasks indicated above in the main duties:

DUTY b, Providing for Health. Safety, and Comfort of dchildren;
DUTY E. Teaching or GuidingChildren Relating to Self-Concept, Sensor-1y, Language, and Cognitive Development°
DUTY F. Managing or Directing Chiidren Social-Emotional, Psychomotor, and Muscle Development;
DUTY G. Planning Teaching Activities;
DUTY I, Evaluating Chillren, Their Problems, and Coordinating Center, Home, and Agencies; and

aDUTY J, Perfqrming Other Tasks as Required or Directed.
1.0
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JOB DESCRIPTION FOR TEACHING CLUSTEli GROUP GP0094
DUTY A DEVELOPMENT OF CENTER PLANS, POLICIES, AND
PROCEDURES - (5.98%)

Develop center policles. Develop plans or procedures for emir-,
gency situations. Develop rules to insure health and safety of children.
Plan budgets. Nen center open.house or parent workshops. Plan
children's birthday parties. Pft children's groupings for activities.
Plan field trips or hoilday 'celebrations. Plarr-menus. Plan week
or monthly center programs.

DUTY 8 ADMINISTRATION - MONEY, SUPPLIES; FACILITIE
EQUIPMENT, ETC. - (8.87%)

Arrange for trdnsportation of children. Close center at night.
Collect fees. Distribute pay checks. Inventory food or supplies.
Inventory equipment or toys. Keep records at money taken in or
expended. Keep employee time records. Make staff payrolls. Open'
center in morning. Purchase or order food or supplies., Purchase or
order equipment or toys.

DUTY C SUPERVISING CENTER STAFF - (9.21%)

Carry out personnel policies. Conduct staff mentings. Hire or
dismiss employees. Maintain staff personnel records. Schedule
building maintenance. Schedule daily activities. Schedule staff
vacations. Schedule staff work. Supervise in-service training.
Supervise volunteers or student-workers. Visit classrooms to guide
teaching staff. Determine qualifications or potential staff members.
Evaluate staff and determine training requirements.

DUTY D PROVIDING FOR HEALTH, SAFETY, AND COMFORT
OF CHILDREN - (9.89%)

Administer first sid. Administer prescribed medications. Conduct
fire drills. Set tables or serve food. Clean playing areas. Clean or
maintain tins or indoor equipment. Regulate heating, cooling, or
ventilation. Regulate lighting. Remove hazardous objects from
children's reach or presence. Carry out emergency measures in case
of Illnesses, accident or _fire. Hold or touch children to provide

tort to them. Introduce new child to center, Bildt, and children.
epare children to go home. Select television prqgrams. Tie

children's shoes.

DUTY E TEACHING OR GUIDING CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANQUAGE, AND COGNITIVE
DEVELOPMENT - (17.82%)

I Build children's identity by using their first names or noting their
clothing. Develop child's ability to listen. Encourage all children to
try all foods. Explain ufety rules to children. Guide activities that
require children to answer questions or give explanations. Guide
children to make books of their activities. Guide activities tequIring
children to ask questions. Guide activities requiring children to use
rhymes, rhythms, or songs. Guide children's games. Guide children

- to talk about what they see and feel. Guide chilpren to do things for
themselves. Guide children to expand language. Guide Children to
provide accurate information. Guide children to put away toys and
equipment. Guide childnr.-te-4ke turns and share. Guide dramatic
play activities. Guide manipulative play, such as puzzles and blocks.
Guide nature or science activities. Guide show and tell activities.
Help children make things to play with. Read or tell stories. Teach-

'children colors. Teach children space and time concepts. Teach.
differences of Size or shape of objects to bhildren. Teach children to
Classify objects. Teech children to develop number concepts. Teach
children nursery rhymes. Teachchlidren ta name obleats.

DUTY F ,-- MANAGING OR DIRECTING CHILDREN IN SOCIAL-
EMOTIONAL,,PSYCHOMOTOR AND MUSCLE DEVELOPMENT ..1,
(17.59%) . ,

Decorate center for seasons, holidays, or themes. Direct children
during fire drills. Direct free play activities. Encourage children lo
express emotions. Encourage childian to vent frustrations or hoitill-
this withoui hurting othersoHelp shy children to participate in group.
Maintain discIPline. Manage agressive children, such as pushers or
kickers. IA Manage "bossy" or domineering children.
Manage's:hi wet or soil their pants. Manage crying children.
Manage tem 'tantrums. Manage bathroom Proaedurim Mainails
'children in outdoor play for sOcialdevelopnient. Manege.children in
outdoor play to develop large muscles. Manage childrion In outdoor
'play to 'develop motor coordinetion"..Manage parties; 'Held trips, or
other special activities. Manage children in inack or ;mai activities.
Manage children In rest or sleep. Praise ,children for effOrts. Settle
arguments. Arrange displays of children's work. Arrange furniture
or equipment. Incorporate ethnic themes, traditions, greetings,
holidaYs, or foods' lo program.

.
.,

'DUTY 0 PLANNING 1'EACHI.H.0 ACTIVITIES - (8.39%,

Plan softiies for teaching children to associate words with
pictures. Plan activities using. children's interests. Plan activities
for teaching differences of Size or shape of objects. Plan Sri Of craft
activities. Plan music, singing, or rhythmic activities. Plan scienCe or .'
nature activities'. ,

DUTY H DEALING WITH PUBLIC, OFFiCIALS, AND REGULA-
TIONS - (3.84%), .

.

Conduat public relations programs. Deal with officers or board
of directors of organisation sponsoring center. Insure that licensing
standards are Met and Maintained. Schedule inspections by public
officials. Evaluate compliance .with federal regulations. Evaluate
comPliance with loft or stataregulations., `.

DUTY I EVALUATE CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTE-R, HOME, AND AGENCIES - (1341%)

Conduct deity llalth observations. Evaluate children's emotional
developmmitjflllite physical, sensory, or intellectual dlivelopmtnt.
Identify chlldl,n with motor probiems. Identify children witirvislon,.
sPeech or hearing problems. Identify symptoms of childhood
diseases. Identify unusual behavior of children. Keep a social
development record on each child. Answiir ar make telephone calls.
Assess children's needs in terms of parent's values. Disciuse child
rearing practices with parents. Explain center policies and nines to
parents. Get parents to share special skills or talents. PrePare
reports on accidents. Refer children with motor problems. Refer.
chifdren with vision, speech, or hearina problpins. Reler parenti to
egencies for help with social, health; or legal problems. Report
signs of Ulnas or discomfort in children: Report unusual behavior
of children. Sileure good ideas from parents.

DUTY J PERFORMING OTHER TASKS AS REQUIRED bi DiRECTED - (aartPraximately 10%)
.

GP0094 REQUIRED QUALIFICATIONS AND CHARACTERISTICS

Mus(teve the education, knowledge, skill, and aptitude to work with young children and perform the tasks required of this position description. Must
present evidence of good physical and mental cdndition es required lay state'regulations, and be of good moral charecter. A fully qualified lierson must be
able to perform'all of the duties enumerated above. To meet the entry requirements, the incumbent should be able to perform all of the tasks enumerated
in teaching cluster group GP0122. A &illy qualified incumbent would be considered a teaching administrator, end should have the' knowledge and skill to
adequately perform all of the tasks in all of the duties described abovs. In addition to duties of the fully qualified teaching petition, the incumbent must
have knowledge and skill for policy, development, administration, supervision, dealing with public, and evaluation of children and coordinating center,
home, etc.
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JOB DEMIPTIONS.FOR ADMINISTRATIVE CLUSTER GROUP GP0034
DUTY A DEVELOPMENT OF CENTER PLANS, POLICIES, AND `

' PROCEDURES - (2.89%) ' 1

. ,
. ' .

.. .
Develop wiles to inspe health ana safety of children. Plan center

open house -or "parent workshops. Ran net' trips or 'holiday
celebration& .,-....r
DUTY B ADMINISTRATION - MONEY, SUPPLIES; FACILMES,
EQUIPMENT, ETC. - (9.48%) ,

Close center at night. Collect lees. Dittribute pay'chocks. Inventory
equipment or toys. Keep reords Of money taken in or expended. Keep
employee time records. Purchase or order food or supplies. Purchase
or order equipment or toys.

DUTY F MANAGI R DIRECTING CHILDREN IN .110CIAL-
EMOTIONAL, PSYCHO TOR, AND MUSCLE DEVELOPMMIT -
(6.13°19 a,

Decorate center for seasons, holidays,ar thorns& Direct ahildren
dudegfire drills. Encourage children M express weetiorte.
children to Vent frustiations or *WNW withOut hurlieg

- Manage crying -Children. Play with infants. Praise Children for effort& 7

DUTY C SUPERVISING,CENTER STAFF-1 (7.28%)

Cirri out personnel policies. Maintain staff "personnel records.
*stheduleciallyeCtivffiest. le swidimlng insfruCtions Supervise
In-Service . training; Dot qualifications gf I staff.
members. Evaluate ; staff deterMine training ents.

DUTY D PROVIDIN Ft HEALTH, SAFETY, AND COMFORT
OF CHILDKEN (11.59%). ,

-
Administer Prat eld. AdMInIster prescribed medications. Mews* ot

trash or garbage. Regulate beating, cooling, or ventilation. Regulate
lighting. Remove hazardous objects from childreh's rest* or
presence. Carry out emergenty measures IA- case ol IlinesseC,
accident, or fire. Hold or touch children Io provide comfort to them.
Introduce new child to center, staff, and children. Prepare children to
go home. Review and make use of Individual health records. Tie
children's shoes.

f

DUTY E TEACHING OR GUIDING CHILDREN RELATING TO
SELIF-C NCEPT, SENSORY, LANQUAGE, AND COGNITIVE
DEVE PMENT - (2.67%) ,

d children's identity , by using their first Ate or noting their
ing. Encourage all children to try all foods. Explain safety rules

children.

Settle argumgnts.".

' :DUTY 0 pLANNING TEACHINGi.Apnwris - (242eg

Plan actIvitlet for teaching OhIldren to asseciale wards With .

pictures. Plan Activities uslnVchiidrasr. interests. PlaitgOttiffles
for teiching differences of dm eft ihaeseof Saw tit Or omit

. , .

activities:
, . 5

DUTY H DEALING! WITH ousuc, OF -.RECLULA-:.
rioks - (02%) . II, .

40. . i
Iniure that licensing standrcii era fnet and maintained: Schedule

inspections by- public -officlals,..Evaivate sometime:* with federal
regulations:Evaluate comPliance with local Or stale IregIMIllsrle.-

........ I

:

DUTY I -7, EVALUATING- CHILDREN, +MIR PROBLEMS, AND
COORDINATING QENTER, HOME, AND AGENCIES - (43.0111%)

Conduct daily health observations. Evaluate Children's deletions.' .

' development. Evaluate phyeicH. CnsoffY, inlsilect410,10*Moins, st;
Identify children with motor problems. Identify (Shawn. with vision:
speech,' or hearing problem& Identify symplans of , childhood
diseases.. Identify unusual behavlor of children. Keep -a wide,
development record on each child. Make do* noiies Of Chldren's
progress. Answer or make telephone calls. Assess childrene needs in
teries of parent's values. Assist families in fINIng out applications lor
aid. Assist families to improve their hornet. Conduct parenting
workshops. Discuss child rearing practices !nth parents. Get
parents to share special skillh or talents. Prepare reWoks on accidenti..
Prepare repprts On susPected chlid abusoor neglect Refer.children.,
with mofor pioble; New chlicanjh with vision, speech, ot laming
problems. Refer p nts to agencies for help wIthorocial, health:4r
legal problems. Report signs' of illness or dlloornfort in children.
Report unusual behavior of children. Secure goad ideas fromparenh1/4
Visit children's homes.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)
,r'

GP0034 REQUIRED QUALIFICATIONS AND CHARACTER ISTiCS .

-,. 4 .

Multhap:fe the education, knowledge, skill, and aptitude to tkork with young children and Piths& the tasks requisite of this position description. Must
. present evidence of good physical and Mental- condition,as required by state regulations, and be of good moral character. A fully qualified person-meet be

able to perform all of the dutim enumerated above. A fully qualified incumbent would be considered& socialliervices specialist'. The main emphasis of the ,
incum`bent's knowledge and skill is jn performance of tasks under Duty I, evaluating children, their probilens, and coordinating center, 'home, and

\ agencies. The incumbent is also involved in the other Whitt', most noteably thou of administration, supervision, children's, health, safitY end comfort: -

and managing or directing children: , . J

- 12
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JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP 6P0022

DUTY A 'DEVELOPMENT OFSCENTER PLANS; POLICIES, AND
PRIICFDURES - (17.0%)'

Develop centaf-advertising or public relations programs. Develop,
center policiet. Develop plans or procedures for emergency situa-
tions. Develop rules to Insure health and safety of children. Plan
budgets. Plan center open hOyseorparent
groupings for activities. Plan IWO trips Plan
menus. Plan weekly or monthly, cere

DUTY B ADMINISTRATION - P
EQUIPMENT, ETC. - (14;24%)

Arrange for transportation of children. Close center at night. Collect
fees. Distribute pay-checks. Fill out lams for payment of fees by
government Inventory food or supplies. Inventory equipinent or toys.
Keep records of money taken lit or expended. Keep employee time
records. Make staff payrolls. Open center in morning. PUrchase or
order food or supplies. Purcjose or order equipment or toys.

i Lir FACILITIES,

DUTY C SUPERVISING CENTER STAFF - (24.67%)
)

Carry out personnel policies. Conduct staff meetings. Hire or
dismiss eniptoyees. Maintain staff personnel records. Schedule
building maintenance. Scfradufe daily activities. Schedule staff
vacations. Schedule staff Weirk. Supervise in-service training.
Supervise volunleers or student workers. Vislt classrooms to guide
teaching staff. Determine qualifications of potential staff members.
Evaluate staff and determine training 'requirements.

DUTY E PROVIDING FoR.HEALTH, SAFBTY, AND COMFORTOF
CHILDREN - (5.77%)

Administer first aid. Conduct fire drills. Clean or maintain toys or
indoor equipment. Make repairs on equipment, toys, or furniture.
Regulate heating, cooling, or ventilation. Regulate lighting. Remove
hazardous objects from children's reach or presence. Carry out
emergency measures in case of illnesses, accident, or fire.

DUTY E TEACHING OR GUIDINQ CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANGUAGE,AND COGNITIVE
DEVELOPMENT - (1.16%) ,

Build Children's identity by using their first names or noting their
.,:.,clothing. Explain safety rules to children.

DUTY F MANAGING OR DIRECTING CHILDRENIN SOCIAL-
EMOTIONAL, PSYCHOMOTOR, AND MUSCLE DEVELOPMENT -
(1.76%) ,

Decorate center for se oilidays, or themes. Arrange
furniture or equipnient. Int, -le ethnic themes, traditions,
greetings, holidays, or foods in programs. .

DUTY G ,PLANNING TEACHING ACTIVITIES - (1.11%)

. Plan activities using children's intereets. Plan science-or nature
activitiei.

DUTY H DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (14:03%)

Conduct public relations programs. Deal wail officers or board ol
directors of organization sponsoring center. Insure that licensing
standards ate met and maintained. Schedule inspections by public
officials. Evaluate compliance with federal regulations. Evaluate
compliance with local or state regulations.

DUTY I EVALUATING CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (10.01%)

Evaluate children's emotional development. Evaluate physical,
sensory, or intellectual development. Answer or make telephone calls.
Conduct parenting workshops. Discuss child reariiig prictices with
parents. Explain center policies and -rules to parents.. Prepare
reports on accidents. Refer children with motor problems. Rotel
parents to agencies for help with social, health, or legal problems.
Report signs of illness or discomfort in children. Report unusual
behavior of children.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)

GP0022 REQUIRED QUALIFICATIONS AND CHARACTERISTICS

Must have the education, knowledge, skill, and aptitudi to work with young chil;en and perform the tasks requisite of this position description. Mut
prissent evidence of good physical and mental condition as required by state regulations, and be of good moral character. A fully qualified person must le
Ale to perform all of the duties enumerated above. This job description is a relatively pure administrative one, involving a fair amount of nearly all type
of duties with the exception of those directly related to teaching Or 'guiding children, managing or directing children, and planning teaching activities, foi
which the incumbent performs few tasks.
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.
JOB DESCRIPTIONS FOR, ADMINISTRATIVE CLUSTER GROUP OP0018

'DUTY A DEVELOPMENT OF CENTER PLANS, POLICIES,
AND PROCEDURES - (3.40%)

Plan center open house or parent workshops. Plan field trips or
holiday celebrations. Plan menus.

DUTY B ADMINISTRATION - MONEY, SUPPLIES, FACILITIES,
EQUIPMENT, ETC. - (17.91%)

Arrange for transportation of children. Close centi" at n
fees. Distribute pay checks. Fill out forms for payment of feet
government. Inventory food or supplies. Inventory equipmef toys.
Keep records of money taken in or expended. Keep employee time
records. Open center in moreing. Purchase or order food or supplies.
Purchase or order equipment or toys.

DUTY C SUPERVISING CENTER STAFF - (9.58%)

Carry out personnel policies. Hire or dismiss employees. Maintain
staff personnel records. Schedule staff vacations. Schedule staff work.
Supervise volunteers or student workers. Visit classrooms to gdide
teaching staff. Determine qualifications of potential staff members.
Evaluate staff and determine training requirements.

DUTY D PROVIDING FOR HEALTH, SAFETY, AND COMFORT
OF CHILDREN - (21.60%)

Administer first aid. Administer prescribed medications. Clear
tables. Conduct tire drills. Regulate heating, cooling, or ventilation.
Regulate lighting. Remove hazerdous objects from children's reach or
presence. Carry out emergency measures in case of Illnesses;
accident, or lire. Hold or touch children to provide comfort to them.
introduce new child to center, stall, and children. Prepare children to
go home. Review and make use ol individual health records. Select
television programs. Tie children's shoes.

DUTY E TEACHING OR GUIDING CHILDREN !MATING TO
SELF-CONCEPT, SENSORY, LANGUAGE, AND QOGNITIVE
DEVELOPMENT - (6.82%)

Build children's Identity by\using their first names or noting their
clothing. Encourage all children to by all foods. Explain safety rules to
children. Guide activities that require children to answer questions
or give explanations. Quid* activities requiring children to use
rhymes, rhythms, or songs. Guide children to talk about what they bee
and feel. Guide children to take turns and share.

DUTY F MANAGING OR DIRECTING CHILDREN IN SOCIAL-
EMOTIONAL, PSYCHOMOTOR. AND MUSCLE DEVELOPMENT -
.(13.30%)

Decorate center for seasons, hoildayi. Or themes. DireFt children
during lire drills. Encourage children lb express emotions. Incomge
children to vent frustrations or hoetilitiee wfthout hurting others.
Maintain discipline. Manage aggressive children, such as pushers or
kickers. Manage biters. Manage "bossy" or domineering children.
Manage crying children. Manage parties, field trips, or other spectel
activities. Manage children in rest or sleep. Monitor television viewing.
Play with Infants. Praise children tor efforts. Settle arguments.
Operate protectors.

DUTY 0 PLANNING TEACHING ACTIVITIES - (.30%)

Ain music, singing or rhythmic activities.

DUTY H 7 DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (1.58%)

Insure that licensing standards we met and maintakted.

DUTY I EVALUATING CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (15N%)

Identify symptoms of childhood diseases. Identify unusual behavior
of children. Answer or make telephone calls. Assist families in filling
out applications for aid. Explain center policies end rules to parents.
Get parents to share special skills or talents. Prepare reports on
accidents. Report signs of illness or discomfort In children.
Report unusual behavior of children.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)

GP0018 REQUIRED QUALIFICATIONS AND CHARACTERISTICS

-,
Must have the education, knowledge, skill, and aptitude to work with young children and perform the teaks requisite of this position description. Must

preserrt evidence uf good physical and mental conditions as required by state regulations and be of geed moral character. A fully qualified person must be

able to perform all of the duties enumerated above. The tasks are concentrated more in the duties of administration, providing for health, safety, and

comfort of children, managing or directing children, and evaluating children, their problems. end coordinating center, hom, and agencies. Some time is

involved in supervising center staff, and teaching or guiding children, with relatively little time to tasks or other duties.
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JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP 6P0047
DUTY A DEVELOPMENT OF CENTER PLANS, POLICIES, AND
PROCEDURES - (9.12%) -

Develop center advertising or pUblic-relatIons programs. Develop
center policies. Develop plans os6. procedures for emergency situa-
tiqns. Develop rules to insure health and safety of children. Plan
budgets.P(an center open houseor parent workshops. Plan children's
groupings for activities. Plan field trips or holiday celebrations.
Plan menus.

DUTY' B ADMINISTRATION
EQUIPMENT, ETC. - (23.84,/o)

Arrange for transporta
fees. Distribute pay c
food or supplies. l
taken in or asp
payrolls. Open ce
supplies. Purchase or

- MONEY, SUPPLiES, FACILITIES,

Ildren. Close center at night. Collett
hildren to or from cehter..inventory

r toys. Keep records of money \
61116. yee time records. Make ,staff

Purchase or order food or
pment or toys.

DUTY C SUPERVISING CENTER STAFF - (21.740/0)

Carry out personnel Policle. Conduct staff meetings. Hire or dismiss
employees. Maintain staff personnel records. Schedule building
maintenance. Schedule staff vacations. Schedule staff work.
Supervise in-service training. Supervise volunteers or 'student
workers. Visit classroomr to guide teaching staff. Determine qualifi-
cations of potential staff members. Evaluate staff and determine
training requirements.

DUTY D PROVIDING FOR HEALTH, SAFETY, AND COMFORT
OF CHILDREN (6.800/0

Administer tirst aid. Administer prescribed medications. Conduct
fire drills. Make repairs on equipment, toys, or furniture. Regulate
heating, cooling, or ventilation. Remove hazardous objects from
children's reach or presence. Introduce new child to center, staff,
and children. Review and make use of individual health records,

DUTY E TEACHING OR GUIDING CHILDREN RELATING TO
SELF-:CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE
DEVELOPMENT - (1.10%)

Build children's identity by using their first names or noting their
clothing.

DUTY F MANAGING OR DIRECTINWCHILDREN IN SOCIAL-
EMOTIONAL, PSYCHOMOTOR, AND MUSCLE -DIVELOPMENT -
(2.02%) -

Direct children during fire drills. Manage parties, field trips, or other
special activities. Arrange furniture or equipment.

DUTY G PLANNING TEACHING ACTIVITIES - (.00%)

None

DUTY H DEALING. WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (8.07%)

Deal with officers or boardid directors of ortianization sponsoring
center. Insure that licensing standards are et and maintained. Evaluate
compliance with federal regtgations. Evaluate compliance with local
or state regulations.

DUTY I EVALUATING CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER. HOME, AND AGENCI5ES - (17.740/a)

Conduct daily health observations. Evaluate childien's emotional
development. Evaluate physical, sensory, or intellectual development.
Identify children 'with vision, speech, or hearing problems. Identify
unusual behavior ol children. Answer or make telephone calls. Assess

'children's needs In terms of parent's values. Discuss child rearing
practices with parents. Explain center policies and rules to parents.
Prepare reports on accidents. Report signs of illness or discomfort
in children. Report unusual behavior of children. Secure good idea's
from parents.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately, ld%)

GP0047 REQUIRED QUALIFICATIONS AND CHARACTERISTICS

Must have the education, knowledge, skill, and aptitude to work with young children anckyerform this lasi(111 required of this position description, Mast.kpresent evidence of good physical and mental condition, as required by egulations, and be of good morel character. A fully qualitisd person most-boaloe to iwtforin all of the duties enumerated above. The tasks are concentr ted in administration,loperaision, evaluating and coordinating.:Incurttlientalsu spends, a considerable portion of time in policy development and dealing wifh public, officials, and regulations.

5.
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JOB,DESCRIPTION FOR ADMINISTRATIVE CLUSTER GROUP GP0064

DUTY A DEVELOPMENT OF CENTER PLANS, POLICIES, AND
PROCEDURES - (10.00%)

,

DevelOp center advertising or public relations programs. Develop
center policies. Develop plans or procedures for emergency situa-
tions. Develop rules to insure health and safety of children. Plan
budgets. Plan center open house or parent woritshops. Plan children's
groupings for activities. Plan field trips or holiday celebrations. Plan
men Plan weekly dr monthly center programs.
a./ .

DUTY 8 ADMINISTRATION - MONEY, SUPPLIES, FACILITIES,
EQUIPMENT, ETC. - (13.13%)

Arrange for transportation of children. Close center at night. Collect
fem. Distribute pay cJ, Fill out forms tor payment of fees by
govern or supplies. Invento equipment

taken in or ex.nded Keep (employ*,
is. Open center in m rning. Purchase

or supplies. Purchase or order equipment or toy.

to

or o

DUTY C SUPERVISING CENTER STAFF - (17.24%)

Carry out personnel policies. Conduct staff meetings. Hire or
dismiss employees. Maintain staff personnel records. Schedule
building mainte;mince. Schedule daily activities. Schedule sMff
vacations. Schedule staff work. Supervise in-service training.

.81ipervise volunteers or student workers. Visit classrooms to guide
Attaching staff. Determine qualifications of potential staff members.

Evaluate staff and determine training requirements.

DUTY D PROVIDING FOR HEALTH, SAFETY, AND COMF01-4OF
CHILDREN - (9.36%)

Administer first ald. Administer prescribed medications. Conduct
fire drills. Regulate holing, cooling, or ventilation. Remove huardous
oidece from cpildren's rbach n preseme. Carry out emergenc*
messwea n case of illnesses. accident. or tire. Hold or touch children
to proeen comfort to them. introduce new child to center, staff and

Aevlow and make use or ndividual health records. Tie
childse-^ shms.

OUT TEACHING OR GUIDING CHILDREN RELATING TO
SELF- ONCEPT, SENSORY, LANGUAGE, AND COGNITIVE
DEVELOPMENT - (2.09%)

Budd children's identity by using their first names 9r noting their
clothiog. Encourage all children to try(all foods. Explain safety rulers
to children.

DUTY F MANAGING OR DIRECTING CHILISREN IN SOCIAL-
. EMOTIONAL, PSYCHOMOTOR, AND MUSCLE 'DEVELOPMENT -

(9.81k)

Decorate center for seasons, holidsys, or themes. Direct children
during fire drills. Encourage children to express emotions. Encourage
children to vent frustrations or hostilities without hurting others.
Maintain discipline. manage aggressive children, such se pushers or
kickers. Manage biters. Manage "bossy.' or domineering children.
Manage crying children. Manage temper tantrums. Manage' Airlifts,
field trips, or other special activities. Praise children for efforts.
Settle argumenis, Arrange furniture or equipment. Incorporate,
ethnic themes; traditions, greetings, hoildiys, or foods in program

DUTY G PLANNING TEACHING ACTIVITIES1- (.00%)

None

DUTY H DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (7.18%)

Conduct public relations programs. Deal with officers or board of
directors of organization sponsoring centr. Insure that licensing
standards are met and maintained. Schedule inspections by public

-officials. Evaluate complience with federal regulatIOns. Evaluate
compliance with local or state regulations.

s

DUTY I EVALUATING CHILDREN, THEIR PROBLEMS AND
COORDINATING CENTER. HOME, AND AGENCIES - (21.35%)

Conduct daily health observations. Evaluate childrea a emotional
levelopment. Evaluate physical, sensory, torromellectuaidieralopment.
Jenny children with motor problems. illesally Childress with vision,

, or heaping problems. Identify symptoms ei Childhood
. Manta, unusual behavior of culdren. Keep a social

era record on each child. Ammar sr matte leiephone calla
asses Children's needs In teals of parent s velum. Assist families In

filling out applications for aid. Conduct paronang workelaspe. Discuss
chlid rearing practices with parents. Explain center Dolibies and rules

ag sarents. Get parents to share species Mils ot taleeta. Prepare
meets on accidents. Prepare reports on summcsed child abuse or

rt. Refer children with motor promemoss. Reser children with
on, speech. or hearing probiems. Rem °arenas to egoncies for

help with social, health, or legal problems. import egos of illness or
discomfort in children. Report unusual boosewor of childien. Secure
good loess from patents.

DUTY J PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)

;P0064 REQUIREDQUALIFICA 7 IONS AND CHARACTERISTICS

Mlift. %Me tre education, knowladea mill, and aptitude to work with ...mg children and perform, the teaks remised of ems position description. Must
oseesee essesnc. of good physical and femmel condition es required by sum egulations, and be of mood moral ohmmeter. Madly qualified person must be

te earsorm all of tha duties sousweeted above. The tasks ore con...meted Irt evaluatins and coordinating astivities, omervisine,,adMinistration,
pair darropment, and dealing with puslic, officials, and regulations. It is OM most prominent notuteaching adminittrativefeb, primarily deiarlbIng the

=MEER PROGRESSION AND INDIVIDUAL TRAINING
-41CORDS

The nine (9) duties together with the tasks performed, as
described in the preceding section, are furnished in work sheet
format which can be used by directors, supervisors, or
individuals in the4eveLopment of the career progression Process.
Those primary ta'acs within each of the teaching cluster groups
have been identified by the figure "#". An additional column

has been providedlor indicating tasks for any other job cluster
group. Space has been provided within each box to enable the
participant to indicate accomplishment and/or date.

Worksheet "J" tias been provided for the addition of such
tasks, that may be required by a specific center, which are not
covered in any of the foregping duties.

It is intended that thelit worksheets be reproduced as needed
and be uzed as an individual training record.
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, DEVELOPMENT OF CENTER PLANS, POLICIES, AND ,

PROCEDURES :

0101
I

0024

I

006
c
0122
II

0094
-III

Al. Develop center advertising or public relations
program

. .

A2. Develop center policies '

_

#
,

A3. Develop plans or procedures for emergency
situation

+'P

A4. D,evelop rules to insure health and safety of
children J

/

t
A5. Plan budgets
_

.

0

A6. Plan center open house or parent workphopS

A7. Plan Ldren's birthday parties #

A8: Plan chil.dren's groupings for activities # #

A9. Plan field trips or holiday celebrations
. - 0.'

t' 0- Plnp TII. lus

, .

# '
.

.AcTry or _
. hly center programs 4_

RAT10\: lONEY, SUPTLIES, 'ACILITItS,
E" 0024

I

-1 (' 0-122

''''11'

.

0094 . .,

B.. for :rahsportatlon of ch. Aren

LL . nter ni it # /

,

A

Ices .

_

fi

K!4
.

1[1(11-01,
, or rrom cew

i - ..
,

-

1 Ilt -forms or' payment ot ,y
.

,merit.

li ory food or supplies

. . .

I q

ory tiquipment or toys
i

0

B' . 'cords of mOmev taksn,in'o' 'xpended 0 0

B1( Aoyee: records' .

# Y .

Bli aff payr. ,-; ,

,
#

1312 nter in morrjrig
..

B1 o- ortie r I ioti or supplies - I, 4i -

orde .quipment or toys
._

0

13
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pt-
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4

re,

1

t-1.11k

.7-,SUPERVISINE CENTER S.tAFF

-

olpl
I

0024
T

0036
T

0122
TT

0094
TTT

Cl. Caery out personnel policies # //
s ,

CZ. Condmct staTT-Witings
1

. .

.-C3. re or dismiss employees
.

.

9 ,

.--

!

._

,

'T .- Maintain .ataff per innel records
,

// l/

/

#

1

.C5. ,SchOdUle balding maintenance
,

C6. chedule dailyiactrlities # //

.C7. 'Schedule staff vatatiphs '

.

...

i

C8. Schedule staff i./ork
. ,

,t
. ,.4. .

C9. .Schedule swiMming insCructions

.,..

10. Supervise in-service.trainlng

Cll. Supervise volUntieters or student workers
.....,,

C12. Visit classrooms to guide teaching staff

C13. Determine qualifications of Otential staff
embrsT

C14. valuate_staff,and determine training
requirements ,.

r

a -
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- PROVIDING FOE HEALTHi-SAFETY, AND-COMFORT OF
CHILDREN

0101
I

0024
'I

0036
I

.

0122
II

0094
III

Dl. Administer 4irst aid # # #
.>

g

D2. Administer prescribed md\ications # # , # # - #

D3. Clear tables # # # #

D4. Gonduct fire drills
.

#

ft

#

D5, S tables or serve food! '
.

t

,

D6. Clean playing areas # , # # ! #

.

#

,

. Clean and maintain kitchen equipment
I

1

,

.

. Clean' Jten or dining area
0

#
0

. Clean _ maintain oys or indoor equipment iq ll 14 #

I 10. Clean .ts, 1:4yatories, and bathroom areas # #

j31.1. Dispose ot trash o garbage '

,

1)12. Make ri ji7s,= on eql.ipment, toys, or furniture #

13. Regulace -2ating, cooling or.ventilation # #

11)14. Regulate .;hting
N

# #

D15. Remove h rdous objt,cts from children's reach #

or presel y
1

!

# # # #

D16. Bathe in!ints or c11iliren # #

D17, Carry out emergency measures in case of 0
..illnesses, accident, !)/- fire

# # #

D18. Dress infants or youn:_; children
)

4 4' 4 4

D19. EmptV or sanitize training chairs

-=-6--

fi 4

D20. Fed infants or younJ! Alildren #

ir

#

#

#

# - 7r

,

1

D-11. Hold or touch children provide comf to
them .

)--!. Inerbalic6 new child' r. Inn"; start, la t
chlidreaL

# 0

,

023. Prepare children to go home P # # #

D24. Review and make use of _ldividual health
_ recgrda

0

D25. Select television grogrdms ' 0 # g

D26. Tie children's shoes 0 g

t

0
t

15
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E --TEACHING OR GUIDING CHILDREN RELATING TO SELF
CONCEPT, SENSORY; LANGUAGE, AND COGNITIVE
DEVELOPMENT

c

0101 0024
. I

006 0122
II

0094
III

.E1..) Build children's identity by using their first
,names or noting their clothing

If II # 11

E2..Develop ability to listen

1
. Encourage all.chisidten. to try hll foods

E4. Explaiin:safAy idles to children!

#

II

E5. Guide activities that require_children to
answer ctuestions or give explanations,

EL, Guidt_ children to'make books of ,their,
activities

E7. Guidle activities reouirinOildietitto ask
questiong

E . Guiae activities rec__-ing'ehildrer to use
rhymes, tiwthms, or L:1-1,15

ktide Children's gamE-

#

0 #'

II '#

it, "-

1 11

#, #

E O. atide.children. to tali( about :t.lhat they see-
and feel

EU. 3uide children'to di Things for themselves

# #

1

E12. Atide children to expdrd lahguage, 1

II II #

11

E1.3. alide children to 77-yvlde accutate informafion

E_4. juide children to ç --,-way toys and equipment. 1

E15. ..7;uide children to take :u'rns and share 1

E16. Gt.ide dramatic play ac vities '
II

E17.- Guide manipulative pla- such as puizles
auf, hlorks

E18. Guide nature or science activities

E19. Guide show and tell Altivities

1 7

,20. Htp children make things to play with 1 If 0

7:21. Read :cr. :ell stories

r\
M22. Mach hildren colo

E23. Teach :_hildren space and time concepta

E24. Teach d+Iferences of-741ze or shape of obWcti
to chi_ Aren

1 41

eac

e26r Teach aildren to develop number concepts

E27. Teach -Aildren nursel--

PE Teach .-7A.I.dren t

Collet trazn children

jects #

11
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- MANAGING OR DIRECTING CHILDREN IN SOCIAL-
EMOTIONAL; PSYCHOMOTOR, AHD MUSCLE DEVELOPMENT

0 k

'.0101
I

0024
I
A

0Q36 0122
.11

0094.,.
III,

Fl. Decorate center for season, holidays, or
tliemes

.

4,--

# # # #

F2. Direct children durin:: fire drills
s__.1._....

#- U #

F. Di r( i: 4., t , pla; tivititv,
. # # # #

-
F44 Encourage children to express -?.motions

o
# # #

F5. Encourage chi lren to vent fr_rations'or
lastilitieq-w-- 'hurting oz:aers

# # '#

. Help shy chil i0 pagipm:e in group # # ,7- # # #

F7. Maintain disci:line. # # #

F8. Manage AgreSsiya children, sucn as pushers
e . or kickers

# # # #

F9. Manage biters - # 4N,. # # #
.

F10..Manage."boAsy" or domineering children U # 1 # #

1' 11. Manage children who wet or soil their pants # #

.F12. Manage' crying children ft 0 It 0 .

1'13. Manage temper tantrums # # # #

_.

# .

l' Manage bathroom. prbcedures #
1#

,

F15. Manage childre in uutdoo play.for 'social
developmenL

# # # ,

FI6. Manage children in o :door play to develop
large musr1Pq

# F #F17. Manage children in c =doo play to develop
mutnr_conrAinAtinn

# # #F18. Minage parties, fielc trips, um'other special
etivitlos

F19. Manage childrea in snack or meal activities # ' # 0 #

120. Manage children in rest or sleep #

, -s
._ . Monitor hOmework of "after-..sghool children"-,

,e

122. Monitor television viewing
. ,

'723: Play with 1,p.fants -,.. 0

#

. #

-c,ii-se childrenwfor effoftt- 41

%

P 1

.
'3 . Set ar,ument:

1-26. Arraagc diSpLav )f.children's wOrk # # #

'27. Arrange'furn_tu. or,equipment #

.28. Incorporate ethril themes, traditions,
. ... Is . - O.4: I I.

I

729. Operate projecters

il.
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-cr- PLANNING TEA ING,ACtOES

I °

0101:

I

0024
I

0036
I

.

0122,
II

0094
III

Gl. Plan activitbss for tqaching thildrento
associate words with pictures

ii, # 0

4r-

G2. Plan activities &sing children's interests
.

g # #
.

G3. Plan activities for teaching differences of
. size or shapeof objects

1
.

#

#

#

%

_

#

#

4

1G4. Plan art of craft activities
.A-

G5. Plan music,°sInging, Jr thythmic a,ativities

,

# # # #
.

G6. Plan science or nature aci4ities
,

# 0

G7. Plan show and tell activities #

1

- DEALING' [44TH PUBLIC, OFFICIALS, AND REGULATIONS 0101
I

0024
I

0036
I

0122
II

0094
...-TII

,H1. Conduct- public relations'program # 0

H2. Deal with officer, ')ar,' r)f dir of
, organization spon., _ cel.:er

H . Insure That licens:, standards are mel and
Maintained

#

H . Schedule inspections by,public officials #
.

H5. Evaluate compliance with federal regulations

H6. Evaluate cmpliance with local or sta:
.rpguiations -

45-

2 2
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I - EVALUATING CHILDREN, 'THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES

14

0101
I

0024
I

0036
I

0122
II

0094 I

III

Il. Conduct daily health observations

12. Evaluate children's emotional development

13. Evaluate physical, sensory, or intellectual
development

# /

14. Identify children with motor problems

15. Identify children with vision? speech, or
hearing problems

IT II

16.- Identify symptoms of childhood diseases.

17, Identify unusual behavior of children

18. Keep a social development record on each child' #

19. Make dailyqloteS of children's progress #
__. .

110. Answer or make telephone calls

Ill. Assess children's needs in terms of parent's
values

112. Assist families in,filling out applications
for aid

.

T

113. Ass t families to improve their homes

-...._ ,

,
114. Con t parenting workshops-'

.

115. Discuss child rearing practices with parents

,

116. Explain center policies and rules to pas
117. Get parents to share special skills or talents

.

118. Prepare reports on accidents
II /

119. Prepare reports on suspected *child abuse or
neliect

120.. Refer children with motor problems
.

121. Refer children with vision, speech, or hearing
problems )

122. Refer parents to agencies for help with social,
bealth, or legal problems

g
,

. .. .

children

124. Report unusltal behavior of children

,

II #

125. Secure good ideas from paren s

126. Visit children's'homes

19
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- PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED
,.
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The job descriptions, career progression, and individual training record contained herein have been
developed for your use. Individuals are encourag o reprOduce, modify,-or use this pamphlet or portions
thereof in whatever manner they see fit. This boo is in the public domain and has not been copyrighted.

-1

A LIMITED NUMBER OF COPIES ARE AVAILABLE FREE, FROM:

Texas Department of Community Affairs
P.O. Box 13166, Capitol Station

Austin, Texas 78711
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